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1. General Provisions

1-1. Background

Workforce management is the process used by
line management to identify and assign duties
and respensibilities to a position, or groups of
positions, in support of specific functions and
missions. Resulting job descriptions, the
classification of each job, and the number of
positions established for each job constitute the
overall organizational/position structure. The
objective of workforce management is to
establish organization/position structures with
the best possible balance of skills and skill ‘
levels. To achieve this "best balance,” a variety
of consideraticns must be taken into account to
include accomplishment of mission, economy,
efficiency of operations, attraction and retention
of competitive and productive personnel, full and
proper utilization of employee skills, motivation

and development of employees, and effective use

of work processes, techriiques, and equipment.
Ineffective workforce managernent contributes to
pressures for upgrading when in reality the
action is not supportable. Sound workforce
management should dictate classification, not the
reverse. A degree, to which managers and

supervisors succeed, in effective and economical

management of available resources, is an
important element in the evaluation of their
performance. :

1-2. Authority

The Adjutant General, through the Human
Resources Office (HRO), has the obligation to
structure the Colorado National Guardina
manner that will ensure that assigned missions
are legally and properly accomplished and are in
compliance with National Guard Bureau (N GB)

 directives.

1-3. Pohcy
The policy and responmblhty of the Colorado
National Guard is to organize its resources in a
manner that will be of optimum benefit. All
management and supervisory personnel, who are

I

responsibilities. Limited resources, coupled with
rising personnel and equipment costs, make it
increasingly important that human resources and
material be economically managed.

: 1~4 Definitions

- Workforce Managemen Workforce

-Management is the evaluation of the need for,

)

and types of, National Guard Technician / AGR
positions that will serve mission needs most
effectively and economically.

b. Position ~ A specific office or employment -
consisting of all the duties and responsibilities
currently assigned or delegated by competent

_authority and requiring full-time employment of

OTIE PErSOI.
c. Position Description (PD) - A written record
of the major duties and responsibilities assigned
to a position. A well-designed position
description clearly defines operations, tasks,
duties, authorities, and responsibilities.
Provisions for supervisory control and
supervisory requirements must be prepared and '
certified before a technician can be hired.

d. Standard Pesition Description - A standard
position description is a single description used
to cover a number of like positions. Positions
covered by a single description may be in the
same or in different crganizational units, or in
one of several geographic locations. Similarly,
they may be identical, or may differ in their-
minor incidental duties. Care must be taken to
ensure that each description is used only for
positions, which it describes accurately.

e. Mixed Positions - A mixed position is one
that is made up of more than one occupation,
more than one skill and knowledge level, or a
combination of these. Mixed positions usually
occur where there is not sufficient workina
single occupation or skill and knowledge level to

‘constitute a full time position.

f. Baseline - A reference point, amount, or figure
established for measurement purposes.

2. Objectives

2-1 Assignment of Duties and Responsibilities
a. Primary Objective. To provide the basis for
orderly, efficient, and economical _
accomplishment of the work of the Colorado
National Guard. This objective requires striking

_an optimum balance among a number off

competing factors, such as:
(1) Management's desire for economy

responsible for the work of others, sharethese  *  and productivity.

(2) Techmc:an s desire for work that is

 challenging and stimulating, as well as
~monetarily rewarding; and which provides an
- opportunity for increasing their skills and

~ advancing to higher level positions.

The failure of management to provide a
reasonable measure of these opportunities can
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result in high turnover increased training cost,
and lower efficiency. Thus, management is
seeking a proper balance among the needs for
economy, productivity, skills utilization, and
technician development and motivation.

b. Lines of Progression. To the extent possible
and within the military restrictions in the
technician program, positions should be planned
so there are logical entrance levels and logical
career patterns for progression to more skilled
and higher graded positions.

- ¢. Results of Careful Design. Carefully designed

positions provide a solid foundation for the
selection and utilization of qualified technicians
at all grade levels. It assures that assignments
requiring higher level and/or scarce skills: (1) are
concentrated in as few positions as possible: (2)
there is a proper ratio of support pasitions to
professional, administrative, and technical

positions: (3) and that proper use is made of jobs

at all levels in a career pattern to achieve
economical operations and provide a source of
trained personnel for higher level positions. The
careful design of a position provides a basis for
balanced and economical staffing.

.2-2. Planning a Position.

a. Factors To Be Considered. Each position
must be systematically planned so that it is

. logical, consistent internally, and fits with other

positions into an orderly, productive, and
efficient organization. Lack of planning leads to

an endless trail of problems. Poor assignment of

duties and responsibilities can result in low
quality employees, unsatisfactory productivity,
high unit cost, confusion of responsibility,
employee dissatisfactiorn, grievances, and high
turnover. The following factors are worthy of
carefil congideration in position design:

- (1) Delegating authority commensurate
with assigned responsibilities. S ‘

(2) Establishing reasonable supervisory

“span of control.

(3) Distinguishing supervision from
production. '

(4) Identify required skills.

(5) Like grades have like
responsibilities and duties. o

(6) Concentrating duties, requiring

special skills or training, into as few positions as -

possible, ,
(7) Determining the impact of
technological changes in machinery, systems,
and facilities in manpower requirements.

(8) Defining the requirements for -

" contact with others.

(%) Identifying requirements for training
and skills upgrading,

(10) Special tools or support equipment
needed to do the tasks related to the position
should be programmed.

b. Steps in the Planning Process. Planning a
position requires an orderly procedure of arriving
at a sound basis for assigning duties and
responsibilities. Analysis must be made of the
work to be accomplished and a decision made on .
production methods to be used. The volume and
nature of production to be accomplished may
affect the division of work specialization. Also,
consider the requirements for supervision and
training, specialized technical support, quantity
and quality control, and review and evaluation.

3. Establishme'nt, Review. arid Abolishment of

Positions

3-1. Establishment of Positions ‘
Positions are established by NGB based upon -
known or projected organizational mission,
needs or upon special request from the varions
states. Grades reflected on standard PD's are the
maximum grade authorized. The number of
positions authorized to be filled will be _
determined by NGB. HRO will pass allocations.
to activity managers. Activity managers are
responsible for maintaining a workforce within
the allocations. -

3-2. Elimination of Positions.

Positions, which become obsolete because of
changes in functions and assignments,
organization, methods and procedures, or
workioad should be either eliminated or
realigned to the needs of the organization.
Positions are eliminated by the submission of an -
SF 52 to HRO requesting abolish/establish.

3.3, Conditions Prerequisite to Filling -

Positions ’ _ : L
a. Basic Requirements. Before filling a position,
other than by detail, appointing officers must
ensure the position is properly classified, that
funding is available, and that the position is not

~ scheduled to be abolished. Consideration muist

be given to other factors, which may influence
the staffing needs of the agency such as job
enlargement or enrichment, upward mobility, or
lowering enirance grades. :

b. dction in dbsence of Vacancy. When a.
technictan is absent for an extended period but
not vacated the position, arrangements to carry
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on the work of the position may be made by
detailing another technician to the position,

¢. HRO Responsibility - Review every request
(SF-52) for recruitment or reassignment to:

(1) Ensure an effective workforce
management program is established and
maintained.

(2) Whether the duties of the position
are accurately deseribed and essential,

(3) Determine if the duties of the
position can be absorbed by another position of
equivalent or higher grade.

{4} Ensure funding is available to
support the position.

(5) Approve or disapprove action (SF-
52) for filling positions.

(6) Certify the SF-52 that:

a. The duties of this position are
accurately described.

b. The position is essential.

c. The duties of the position cannot be
absorbed by an equaI or high graded position.

d. Supervisor jesponszbtlzt:es

(1) Ensure that positions are accurately
described in the position description and submit
a SF-52 to the HRO through supervisory
channels.

(2) When vacancies occur within
current manning levels, review organizational
structures to determine position and grade to be
advertised, taking into consideration upward
mobility and affirmative action plans. Where it is
determined that a trainee position will be more
advantageous to unit operation, appointment will
be made at a lower grade and the position
description will be modified by the appointing
office with a statement of difference to reflect
the duties at the lower grade in which technicians
are appointed. An Individual Development Plan
(IDP) will be accomplished and forwarded to the
HRO for approval.

3-4. Classification Maintenance Pos:tlon
Review. :
The HRO will eonduct a Classification
Maintenance Position Review:

a. In accordance with Technician Personnel

— Regulation (TPR) 511, which requires a'periodic
 maintenance review of positions, is made to

assure positions are adequate and the
classification proper. A periodic classificarion

- maintenance position review will be conducted

on all major commands and functional areas of
the Colorado National Guard. . ‘
" b. For commands and activities penodlcally

when:

(1) Major organizational and mission
changes occur, or

(2) There are significant increases or
decreases in required pesitions,
¢. Asa part of the periodic maintenance review
process of each functional activity, the review
will consist oft

(1) Review of new position deseriptions
implemented by a nationwide classification
package, after one year, if necessary.

(2) Verification and review of existing
orgenizational charts and the activity structure.

(3) Random selection or desk auditing
of each position in the organization.

(4) Reviewing position descriptions to
assure that supervisors are discussing, with the
incumbent, major duties and responsibilities of
each authorized position.

(5} Assuring supervisors are preparing
and submitting recommendations for revisions of
inaccurate job descriptions to the HRO.

d. TPR 312 requires activities to maintain and to
provide HRO organizational charts including-ail:
full-time manning, Charts should include all
positions (State, Title 5, AGR, Technician).
Supervisory lines must be consistent with the
supervisory controls stated in the position
description. A revised organizational chart
should be submitted anytime there is a change to
organizational structure.

- e, Also, each supervisor and manager will:

(1) Review organization and position
structure during the periodic review to determme
if adjustments are needed.

- (2) Review with cach employee his or
her official position description to determine if it
contains a statement of each major duty currently’
assigned and being performed, and note any
significant change since it was last reviewed.

.{3) Assist the position classification
specialist in selecting and scheduling positions
for audit. . ‘ :
(4) Certify position descriptions by the
use of Optional Form 8. This must be done (1)
when a supervisor is initially assigned to a

* section, and (2) when a new position description

is implemented. Periodically reviews of position

descrptions-should-be-accomplished-and-the
supervisor should annotate the periodic review
form. The certification is made with the
knowledge that the information is to be used for -
Statutory purposes relating to appointment and
payment of public funds, and that false or _ -
misleading statements may constitute violations
of such statutes or their implementing

regulations.
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4. Program Responsibility

4-1. National Guard Bureau.

a. Provide broad policy guidance.

b. Define organizational missions and establish
organizational structures.

¢. Determine manpower requirements of all
National Guard entities.

d. Develop, or have the National Guard
Classification Activities develop and publish
standardized position descriptions.

¢. Insure statutory compliance and reporting
requirements are met.

f. Provide other advisory services and policy
guidance.

4-2. National Guard Classification Activities.
a. Insure compliance with all pertinent directives,-
policies, position classification and job grading
standards, etc.

b. Provide interprétations and implementing
guidance on such publications to assigned states.
¢. Provide position classification and workforce
management advisory services to assigned states,
d. Conduct on-site position reviews to insure that
2ll positions are properly described and
classified.

e. Develop and classify position descriptions for
implementation nationwide and forward them to
NGB-HR for coordination and release.

f. In coordination with NGB-HR review, approve .

the classification, and amthorize the use of

exception position descriptions for local use to

accommodate a unique local situation. '
2. Respond to OPM and NGB persennel
management evaluations.

h. Review classification appeals and makes
‘recornmendations to NGB -HR on their
disposition. _ )

i. Conduct position classification and workforce

management education programs for HRO

representatives and for supervisors and

Managers, :

J- Provide other services as required.

4-3 HRO Responsibility.
a. Designate a Workforce Management Officer
(WMO) to serve as principle advisorto
management on the program to safeguard
Federal Funds by most effective organization,
This position is usually the Workforce
Management and Position Classification
Specialist;

* b. Insure compliance with WMO dutles and

" responsibilities.

-

¢. Menitor position deseription compliance and
request changes through NGB-HR when
standardized position descriptions are
inadequate.

d. Advise managers and supervisors if emp]oyee
is not perfonmno full function, it could result in
a down grade.

e. Restructure positions to lower grades, when
practical for economy, and to provide upward
mobility,

f. Ensure that personnel who are ina orade
retention status, as a result of reclassification or
reduction—in-force action, are considered for
positions as they become available. These must
be positions for which they are qualified both as
a technician and militarily, and must be of an
equlvalent grade.

g. Conduct periodic workforce management
rewews of each work center in the organization.
These reviews will consider the structure of each
position and its organizational relationship.

h. Conduct reviews of established positions to
determine accuracy and adequacy of position
descriptions and the appropriateness of their
classification based on application of current
standards. Actively strives to identify and correct
mlsasmgmnents

i Review all vacant posmons to detennme if
duties can be redistributed, eliminated, or
reduced in cost without seriously affecting the

- accomplishment of essential functions. -

4-4. Manager and Supervisor Responsrb:htles.

- & Review every position description and

determine: S
(1) Whether the duti¢s of the position
are accurately described and essential.
(2} Ensure performance standards are -
based on position deseription.
(3} Ensure employee is performing fuli

“ function of that position description.

(4) Ifthe duties of the position can be

absorbed by another position of equivalent or
- higher grade.

(5) If there has been a sigriificant
increase in position responsibility to warrant
position upgrade or decreased in responsibility to
warrant position down grade corisideration,

(6) If the position can be supported, i.e.,
funded, within established employment ceilings.
b. Provide recommendations to HRO for

_ improved organizational structuring, i.e.,
“consolidation of functions.

c. Request the elimination of any position
determined to be unnecessary.
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d. Request upgrade of pesitions determined to
meet criteria.

e. Consider the restructuring of positions to
jower grade, when practical, for economy, and to
provide upward mobility of technicians who are
in dead-end positions.

f. Supervisors are to review all vacant positions,
prior to filling, to determine if the duties can be
eliminated, assigned to another position, or
modified to permit filling at a lower grade.
Request to fill positions {SF-52) must have the
following certifying statement. "This vacant
position has been reviewed as required and [
certify it to be accurately described and
necessary.”

g. Identify unnecessary layers of supervision and
recommend the appropriate action.

h. Recognize changes in position description
content and recommend revisions to HRO.

{ Become familiar with the principles and
procedures of workforce management and
explain them to technicians as needed.

j. Inform technicians of classification actions
affecting them. -

k. Provide up-to-date- organizational charts with
functional mission statement at least annually to
HRO/PCS to include all full time personnel, ie.,
Title 32 technician, Title 32 AGR, Title 10 AGR,
Title 5, and state. Charts should identify the
incumbent by name, position number and grade, -
employment status, and show definite lines of
supervision.

5 Adequacy and Change of Position
Description ‘ i

5-1. Management uses:

Good management requires that technician's .
duty assignments be definitely established,
clearly outlined, and thoroughly understood, and
that there be no conflicting or overlapping
responsibilities. Position descriptions maintained
on 2 current and accurate basis serve as effective
instruments of management in that they reflect
certified duties, and responsibilities assigned and
performed. :

Althsughdescr-i-ptionsme_usnd_plincip ally as the

(2) Determining the qualifications
requirements of vacant positions and identifying
sources of recruitment,

(3) Explaining assignments 10
employees,

(4) Resolving grievances and appeals,

(5) Developing performance evaluation
criteria and evaluating employee performance
evaluation.

(6) Recommending incentive awards.

5-2. Required Certification.

New or redescribed position descriptions will be
certified on the OF § as to the level of work
being performed. That the position description is
an accurate statement and that the position is
necessary to carry out Government functions.
The jmmediate supervisor certifies in block 20a,
an appropriate higher-level supervisor or
manager signs block 20b. The incurnbent's
signature in block 19 does not need to be
obtained. No position will be filled without such
certification.

5-3. Changes to Position Description: :

a. Technician Personnel Regulations (TPR) 511
requires all authorized position descriptions to be
current and accurate. If major duties and
rasponsibilities are naccurate, recommended
changes and revisions will be prepared by the
supervisor and forwarded to the HRO\PCS

b. If the position description requires only minor

" changes an amendment may be proposed and

submitted to HRO. An amendment can be
prepared for several reasons; a) to differentiate -
between organizational locations .of otherwise
identical positions; b) to remove a portion of the
duties from one of two or more identical
puositions.

c. A Statement of Difference may be prepared

for a position description to temporarily lower
the grade of a position to assist in recruiting
and/or fill at trainee level (particultarly heipful in

* such areas as upward mobility). HRO should be

contacted for procedures on preparing a
Statement of Difference or an amendment.
d. Positions with major changes require a new

basis for classifying positions and consequerntly
serve as one of a number of authorized
documents that support the payment of funds for
work performed, their use by management
officials extends to other administrative areas.

These include:

(1) Improving work methods and
designing organizations; evaluating training
needs,

position description. Approval-from NGE-HEs :
the Classification Personnel Center, and the

:Office of Primary Responsibility must be

obtained prior to a new position description
being authorized. When a new position

~ description is required, contact HRO for

submission procedures and documentation.

6. Classification Appeals
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- 6-1. NGB Job Grading Appeals System for
Technicians Employed Under the Federal
Wage System (FWS) (TPR 532-1):

a. General - Technicians employed under the
FWS may appeal the grade, title, or series of the
other job they officially occupy, or the
classification of positions under FWS. The
technician and the supervisor must agree that the
position description is accurate. When disputes
concerning the description of duties arise, they
must be resoived outside of the appeal channel as
this is not an appealable issue. Final adjudication
cannot take place until an accurate position
description is implemented. Such cases should
be handled as request for redescription and\or
reclassification rather than as classification
appeals.

b. Appeal letter — The technician's appeal letters
must include:

{1) The appellant's name, location of
official headquarters, and the exact location in
the organizational structure of the'unit in which
employed. An organizational chart must be
furnished showing where and how the position
fits into the organizational structure.

(2) The present title, series, grade, and
position number of the job to which officially
assigned., '

. (3) The title, series, and grade that the
appellant considers proper.

(4) Reasons why the present
classification is considered incorrect.

(5) Justification for the classification
considered correct by reference to appropriate
OPM job grading standards. - .

(6) A signed statement that the
appellant considers the official position
~description to be a complete and accurate

-description of the work. ' -
c. Filing options - Technicians covered under the
Wage Grade must appeal to the NGB and
subsequently to OPM. They may request the
HRO to furnish information on the procedure to
be followed and the address of the appropriate
. office. Technicians are encouraged to consult
with the supervisor and the Classification
Specialist in HRO for advice and assistance on
the procedural aspects of preparing an appeal. A
Technician has full access to examine those
official documents pertinent to the case.

6-2 NGB Appeal Procedures for Technicians
Employed Under the General Schedule.

2. General - Technicians employed under the _
* general schedule may appeal the grade or series

i

of the position officially occupied or the
classification of the position under the General
Schedule. The technician and the supervisor
must agree that the position description is
accurate. When disputes concerning the
description of duties arise, they must be resolved
outside of the appeal channe! as this is not an .
appealable issue. Final adjudication cannot take
place until an accurate position description is
implemented. Such cases should be handled as
requests for redescription and/or reclassification
rather than as classification appeals.

b. Appeal Letter - The technician's appeal letter
must include: '

(1) The appellant’s name, location of
official headquarters, and the exact location in
the organizational structure of the uait in which
employed. An organizational chart must be
furnished showing where and how the position -
fits into the organizational structure :

(2) The present title, series, and grade.
and position number of the position to which
officially assigned. .

(3) The title, series, and grade that the
appellant considers proper.

(4) Reasons why the present -
classification is considered incorrect.

(5) Justification for the classification
considered correct by reference to appropriate _
OPM position classification or job grading
series. - '
(6) A signed statement that the
appellant considers the official position
description to be a complete and accurate

. description of the work.

c. Filing options - Technicians covered under the-
General Schedule may appeal to the NGB and
subsequently to OPM, or they may appeal
directly to OPM. Technicians are urged to file
their appeal first through NGB channels.
However, if they prefer to appeal directly to.
OPM, they may request the HRO to furnish
information on the procedure to be followed and
the address of the appropriate OPM office.
General Schedule technicians who appeal
directly to OPM lose the right to appeal thraugh
NGB channels. Technicians are encouragedto .
consult with the supervisor ard the Classification -
Specialist in HRO for advice and assistance on
the procedural aspects of preparing an appeal.
The technicican has full access to examine those
official documents pertinent to the case.

7. Workforce Management Factors

- 7-1, Organizational Review. -
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Key workforce management factors in the
organizational review process are:

a. Supervisory Positions. Supervisory ratios
provide an indicator for determining whether the
appropriate number and types of supervisors
exist in a given unit. In determining supervisor
patterns and ratios consideration should be given
to numbers and levels of supervisors and work
leaders. Other supervisory situations ta be

- examined are;

(1) Are second and third level
supervisors conducting complete review of
finished work?

(2) Are supervisors focusing on
individual specialized work assignments rather
than supervisory responsibility?

(3) Are there supervisors over a few
positions (narrow span of control) involving
general rather than close supervision?

' (4) Are grades based on high degree of
independence in performance of duties?

(5) Are supervisors graded on added
difficulty or supervising one or two positions
that are graded higher than the base level
positions under the classification guide?

{6) Are there numerous small branches,

. sections or units pyramiding?

7-2. Problem Identification.
a. Tumover Statistics. Analysis of turnover

statistics by organizational location, grade, and

position, reasons for leaving, related staffing,
training, production problems, etc., provides

. workforce management problem leads.

b. Organization Charts. Review of product and
paper flow charts, functional statements, and
position descriptions; can actually identify or
point out areas for further study of possible
supervisory layering, overlapping of functions,
and misclassification.

c. Others; sick leave usage, complaints,
grievances, upward mobility statistics, and use of
temporary appointments. Analysis of these types
of data can in seme instances tie in with
identified workforce management problem areas.
d. Structured Classification Audit Sample,

Based on potential problems identified through
management analysis activities, an in-depth
classification audit of selected organizations and
groups of positions should provide further
definition of the nature and locations of .
positions, and the workforce management
deficiencies. An in-depth workload analysis, to
determine the amourt and timing of work at each
grade level by occupation or, other management
analysis, may be desirable in determining more
cost effective alternatives, "

7-3. Performance Evaluation and Incentive
Awards.

Side benefits should be considered in the
planning of workforce management systems for
greater cost effectiveness. The types of .
information developed in analysis for workforce
management purposes can be useful for
improvement, ard verification of realistic
performance standards, and to assure that
performance awards are equitable. For example
the provision for a Quality Step Increase of an
employee’s pay is designed to make available a

- degree of administrative flexibility toward

improving pay equity among employees which
in turn:
(1) Relates pay to assignments and the
competence with which they are performed
(2) Assures full value for pay; and
: (3) Motivates ernployees to perform at
full capacity.
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APPENDIX A

POSITION REVIEW LIST (PRL)
SUPERVISORS ACTION
NAME/POSITION VALID POS/PD ACCURATE
: -(YES/NO)
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INSTURCTIONS FOR USE OF PERIODIC POSITION REVIEW

1. The first level supervisor will list present
incumbent (last name, first name, and middle
initials), position, PDCN, occupational series,
and grade of each position under hist\her
supervision. If any position is temporarily vacant
or unfunded, so state in lien of incumbent’s
name. Technician positions encumbered by AGR
personnel should also be included.

2. The first leve] supervisor should review the
mission of the activity/function and the duties
required of each position to accomplish this
mission, After the above actions have been
completed, the supervisor will make the
following determinations concerning the posmon
and current position description:

a. Valid Position. Is the position nceded
and/or efficiently utilized? If “No” is checked,
attach explanation with recommendations as
appropriate. -

b. Is the position description accurate?
If “No” is checked, the following procedures will
be followed: (I} Summarize all proposed
revisions on separate listings for each PDCN. (2)
‘When submission of a new position description
is required, a signed Optional Form 8 for each
new description will be attached with the
following items completed: Items 2, 10, 11, 14,
15e, 16, 20a, 20b, and 24. Then begin duty
staternent on bond paper. (3) Do not add

qualifications or compatibility paragraphs to néw

descriptions. (4) Forward to HRO/Classification
Specialist.

3. The supervisor should discuss the contents of

the position description with each employee. The
. following questions should be addressed as a
- minimum: .
a. Does the employee feel the posmon
-description adequately describes what they are
doing?

b. Does the employee feel that he/she is

performing duties that are not included in the

4. After discussion with employee, the
supervisor should have the employee initial the
form. The initials signify only that the job duties
were discussed and do net constitute employee
agreement with the duties.

5. Upon completion of the above requirements, -
the first and second level supervisor will sign the
certification on the form and return to
COHRO/PCS through supervisary channels.

—position deseription?

c. Are their duties in the position
description that are not necessary and not being
performed that should be deleted from the
position description?

1] o
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USE OF POSITION REVIEW LISTS (PRL) BY SUPERVISORS

Upon completion of subordinate’s performance
appraisal, the supervisor will carefully review
each position description in light of current
operating parameters and the duties officially
assigned and actually performed by each
incumbent. Such survey should include, as a
minimum, such careful consideration of all
factors as will permit accurate answers to the
question at the heads of the first two columns
under “SUPERVISOR’S ACTION” on the PRL
and 2 discussion with the incumbent of the job
description/position description in comparison to
the duties actually performed by him/her. The
employee will, as part of such a discussion, be
asked to initial the third colunn. Note that, as the
emplovee’s initials on the form do not express

acreement or disagreement with the position
description content. classification. or the duty
assignments. Withholdine of initials will
accomplish nothing as the supervisor may initial
in such cases as we]l as when the position is

vacant. The supervisor will prepare a proposed
and more nearly accurate position description for
all positions for which the answer in the second
column in “No.” This will be given to the
classifier during the maintenance review process.
When the supervisor conducting the survey has
completed the review of all positions for which
responsible, he/she will sign each sheet of the
PRL in the appropriate block and forward then to
the supervisor reviewing the survey. When the

- PRL’s are all completed for the organizational
entity being surveyed, they will be forwarded to
the FIRO. The Position Classification
Representative (or other representative of the
HRQ) will then arrange details of the on-site
periodic position review.

12 _ . |
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ENCLOSURE 4

AGR EMPLOYEE AUTHORIZATION TRANSFER FORM

Losing Organization

DATE:

FAC (Air only) or PARA/LINE (Army only):

Position Title:

PD Number (from SPMD):

Vice:

ATR/CC Signature:

OR

ARMY Signature (ACOS):

Gaining Organization

DATE:

FAC (Air only) or PARA/LH\TE (Army only):

Position Title:

PD Number (from SPMD):

Vice:

ATR/CC Signature:

O

- Or
ARMY Signature:
Send completed forms to HRO-AGR/DPM, Stob REV. .

DMA Form 12-2000
1 September 2002






ENCLOSURE 5

TECHNICIAN EMPLOYEE AUTHORIZATION
TRANSFER FORM

Losing Oreanization

DATE:

FAC (Air only) or PARA/LINE (Army only)

Posmon Title:

PD Number (from SPMD):

Vice:

' AIR CC Signature:

| Or
ARMY Signature:

Gaining Organization

DATE:

FAC (Air only) or PARA/LIN (Aﬁﬁy only):

Position Title:

- PD Number (from SPMD):

Vice:

AIR CC Signature:

Or
. | ARMY Signature:

Send completed forms to IIRO-CIassxﬁcatmn, Stop REV.

DMA Form 12-2001
1 September 2002
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1, Agency Position No.

POSITION DESCRIPTION (Please Read Instructions on the Back)

%easun for Submission 3. Service 4. Employing Office Location 5, Duty Stazion : 5. OPM Cartification No,
(—\ Aedescription ] New Hdgtrs Q Fiela
il Reestabliehrment i] Other 7. Fair Labor Standards Act 8. Financial Statements Reguirad 9, Subject 10 1A Actien

. o Execurtive P | |
Explanation {Shaw any positions replaced) j Exempt D Nonexempt l Emancial Dleclomine Employmeat aod Q Yes No
. Position Status . Position Ts [ T2, Sensitivity ) 13. Competitive Leve} Code
. 1--Non- 3~Critical
% Competitive Supervisory Sensitive

Excepted (Specifi in Remarks) Managerial 14, Agency Use
2--N iteal d4~-Special
SES (Gen.) |_J SES (CR) either Sargitic SEnsiciva

15. Classifled/Graded by Qfficial Title of Position Fay Plan Occupational Code | Grade | initals Date

a. Uffice of Per-
sonnel
Management

b.Department,
Agency or
Establishment

¢, Second Lavet
Review

d.First Level
Review

e, Aecommended Ry
Supervisor ar
Initiating Office

i 8. Organizationai Tite of Posidan i diiferent from orficsl titie} 17. Name ot Emplovee ¥ vacant, specify)

i 8. Departmenrt, Agency, or Estaaiishment c. Third Subdivision
a. First Subdivision d. Fourth Subdivision
h, Second Subdivision e, Ffth Subdivision
i
Signature of Empioyee fopticnall

vimployee Review-This is an accurate description of the major

duties and responsibilities of my position.

20. Supervisory Cartification, [ certify thalt_i)is /s an accurale this information s to De used for statutofy Qurpgoses relgung io
statement of the major duties and respansibilities or this gosition appointment and payment of public funds, and thar ralse or muslegding
and its organizational relationships, and that the position is siarements may constitute  violations of such starutes or their
necessary to carry out Government functions for which [ am implementing regufations.

— ioSponsible.  This certification is made with the knowledge thet . __ __ __ __ _ __ _ __ _ __ __ _. —

a. Typed Name and Title of [mmediata Supervisor —11:‘ Typed Name and Title of Higher-Lavel Supervisar or Manager {ogtiona#)

Bignaters . — T~~~ T T — T T — [Date ~_|§T§'naﬁ.|_r'e ____________ [Bate

| | I

: 1
2T Classhieanton/Job Grading Certificanian, | Certify that this Josi- - on Class Foation Stand : Tvina Grading Posion
tion has been classified/graded as required by Title 8, U.S. Code, <2. Posmion Classification Stanaards Used in Classitying/ 9
in canformance with standards pubjished by the U.5. Office of
Personnel Management or, if no published standards apply direct-
v, consistently with the most applicable published standards.

Information for Empioyees. The standards, and information on their
appiication, are available in the personnel office. The classification of the

Sighewws T T T T T T T T T 7T T T @awe ~ — ] Position may. be reviewed and corrected Dy the agency or the U.S. Offics
of Persannel Managemenrt, Information on f:las.c_ﬂﬂcatlpnllob’gradlng
E appeals, and complaints on axemption from FLSA, is availaple from ihe
persennel office or the U.S. Office of Personmel Management.
IS, Fosiuen Review . ininals , Date Infrigls | Date . initials J Date Ininals ] Date Imitiais | Date

A, Employee foptional) | | . I | !

n.Supervisor : i ! ' | i |

-~ ) | ; : ; ;
Classitier | i ! : ! : i

., qemarks
//)

26, 2escrintion a1 Maor Sutles and Responsibifities (See AMtacneo)

1S TEAD-0-33 8- L BE Trevicls Sdition Lsanie SRLE- NG

v, - B
Sode iR 6T Fersonne: lanagement
2 Chaoter 2926



SENSITIVITY LEVELS. There are 4 sensitivity ievels for designating positions oot?"’ m T
Computer security and National Security related positions. These levels and the degd:

ta the National Security associated with each are indicated below:

CODE SENSITIVITY LEVELS NATIONAL SECURITY RISK
4 Special-Sensitive (53) Patential for in-estimable damage
3 Critical Sensitive (CS) Fotential for exceptionally grave damage
(Top Secret)
2 Non-critical Sensitive (NCS) Potential for ssricus damage to
: potential damage
' (Secret ar Confidential)
1 Non-Sensitive (NS) Fotentially prejudician (Nene or Confidential

SENERAL DEFINITION OF SENSITITY LEVELS

—
.

Special Sensitive — Lavel 4:

(1) £.0. 10480. includes any positicn which the head of an agency
determines to be in 2 level higher than critical-Sensitive because of
(@) the greater degree of damage that an individual, by virtue of
cccupancy of the position, could affect national security, or (b)
special requirements concemning the paosition under autherity other
than £.0. 10450.

(2) OMB Circular No. A-130. Includes any position which meets the
criteria in 2a(1) abave, or is determined by the head of the agency
to impose a risk in terms of ADP-Computer security ahave that at
the Critical-Sensitive level.

Critical Sensitive — Lavel 3:
{1) E.O. 10480. Includes pasitians involving any of the following:

Access to Top Secrat defense infecrmation:

Develepment or approval of war plans, olans or particulars of

future or majer or spes ial cperations of war, or critical anc

axtremely 'mDGl'T.aﬂt items of war

i _Jc:uz::ium‘ ISNL Ur = sali
aifect the overall 2perations of an agency;
ar zalicy-determining Jositions:

(d} nvestigative dures, the Issuanca of oerscnnel sscurity

al@3rances. or Uty on gerscnnet sscurity toards; or
‘&) ~iguciary. aunlic sontact. or tther duties Zemanding the hignest

AECQTEE LT SURIC st

—

o~
g: i

LR gl

oo roval of Siging, icizg 2
T
L



(\j (2) OMB Circular No. A-130. Includes positions in which the

e incumbent is responsible for the planning, direction and

implementation of a computer security program; has a major

responsibility for the direction, planning, and design of a computer

system, including the hardware and software; or, can access a

system during the operation or maintenance in such a way, and

- with relatively high risk for causing grave damage or realizing a
significant gain. Such positions may involve:

(a) Respansibility for the development and administration of
agency computer security programs, and also including
direction and controi or risk analysis and/or threat assessment:

(b) Significant involvement in life-critical or mission-critical systems:

(c) Responsibility far the preparation or approval of data for input
intfo a system which does not necessarily involve personc.
&ccess G the systam, but with relatively high risk for effecting
grave damage or realizing significant perscnal gain.

(d) Relatively high risk assignments associated with or directly
involving the accaounting, disbursement, or authorization for
disbursement from systems of (1) dollar amounts of $10 million
per year or greater, or {Z) lesser amounts if activities of the
individual are not subject to technical review by higher authority

g , at the Critical-Sensitive level to ensure the integrity of the
(,, . - system.

() Positions involving major responsibility for the direction,
planning, design, testing, maintenance, operation, monitoring,
and/or management of systems hardware and scftware.

(f) Other positions as designated hy the agency head that invoive
relatively high risk for effecting grave damage aor realizing
significant perscnal gain.

S

c. Non-critical-Sensitive — Lavel 2;
(1) E.O. 10450. Includes pasitions that invelve one of the following:

(a) Access to Secret or Confidential national security materials,
information, etc.

\b) Duties that may directly or indirectly adversely affect +he overall
aperstions of the agency.

v

erRuties-that-demanda-high-degresof sonfidenceand-rust:

'2) CZMB Cireular Ne. A-120. includes positicns in which the
incumpent is responsible for the direction, planning, design,
operaticn. or maintenance of & sompuier system, and whose wark

C—\ 's iechnically reviewed by a nigher authority at the Ciitical-Sensitive
/



level to ensure the integrity of the system. Such positions may
involve:

(@) Responsibility for systems design, operation, testing,
maintenance, and/or monitoring that is camried out under
technical review of higher authority at the Critical-Sensitive
level, to ensure the integrity of the system. This level includes,
but is not limited to: . ‘

(1) Access to and/or processing of propristary data, information
requiring protection under the Privacy Act of 1974, and
Government-developed priviteged information invalving the
award of coniracts:

(2) Accaunting, dishursement, or authorization for
disbursement from systems of doliar amounts less than 510
million per vear.

(b) Qther positions as designated by the agency head that invoive
a degree of access to a system for damage or perscnal gain
less than that in Critical-Sensitive positians.

(¢} Nen-Sensitive — Lavel 1:

(1) E.Q. 10450, Includes alf pesiticns nat talling into one of the
above sensitivity levels. _

(2) OMB Circular Na. A-130. Includes all ADP-/camputer
positions nat failing inte ane of the above sansitive levels.

FRCCEDURES. ltis the supervisar's responsibility to the Adjutant General for carrying oul
requirements of the Position Sensitivity Program. Managers and supervisars will ensure &
required position is raviewed by the immediate supervisor. Each supervisor will ensure &
12 of their Optianal Form 3 is annotated. When requesting personnel actions, the Star
Farm 32 (ses TPR 296-33) must have the applicable remark: “Pasition Sensitivity Indicate.
listed below:

» Not Applicable

dMon Sensitive and Nane ar Canfidential
Nan-Critical Sensitive and Secret or Caenfidential
Critical Sensitive and Top Secret

Special Sensitive and Taop Secrat

J= 0 ]‘.) '-':l .D

{i
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POSITION SENS|TIVITY PROGRAM

POSITION SENSITIVITY

Military technicians are considered military members for all purposes of security. However, the
HRO is responsible for assuring that the individual possesses the level of security clearance
necessary to perform his/her duties. Narmally, the security clearance required for performance
of technician duties wil be the same as that required for his/her compatible military assignment.
The position sensitivity cade for miltary technicians indicates the level of securfity clearance
documented on the SF 52 (see NGB TPR 296-33, chapter 4) by the superivsor when
requesting perscnnel actions.

Competitive technicians are considered Department of the Army or the Air Force civlian
employees for all purpeses of security. The HRO, in conjunction with the Security Officer from
each Air Base and the State security manager, determines the need for an NAC! and security

[ taT~1aVH

clearance {the superviscr indicates the level of ssecurity clearance on the SF 52). The
positicn sensitivity cede for competitive technicians indicate the type of checks that musi be
completed and the level of clearance needed.

GENERAL REQUIREMENTS

All nositions must be designated in terms of their national security sensitivity tc assure
appropriate screening under Executive Order 10450, Sensitivity designation is hased on an
assessment of the degree of damage that an individual, by birtue of the occupancy of a
position, could affect national security. To ensure Department of Defense security standards
are maintained, pasition sensitivity for each excepted and competitive technician pasitions
(funded and unfunded) must te recorded on the Optional Form 8 item 12 (Positicn

Description). The supervisor must file a copy in the supervisory work folder. The fcilowing is

BOSITION SENSITIVITY DETERMINATION. The supervisor determines position sensitivity
by reviswing duties, full time manning documents, MTOEs, TDAs, EUMDs, regulat_ic_:rylsf

equipment, and the environment in which the waork is performed. The positicn sensitivity
determines the level of clerance, or access, required by the incumbent of that position.




NG Supervisory Development Training
Multi-Module Core Course - WM & PC
Inswuctor’s & Participants’ Guide

OF-8 SUPERVISOR’S CERTIFICATION

“| certify that this is an accurate statement of the major duties
and reépcnsibi!ities of this position and its organizaticnal relation-
ships and that the pcéiticn is necessary to carry out Government
functions for which 1 am responsible. This certification is made
with the knowiedée that this information is to be Qsed for statutory
purposes relating to appointment and paymeﬁi of p.ubii.c funds.
False or misleading statements may constitute viciations of such

statutes or their impiementing reguiations.”

Tandout # ! - VM e P



| ?DATE

SUBJECT: Amendment/Addendum to Position Description #

FROM: STOP#

TO: CO-HRQ, ATTN: Classification Specialist

Recommend PDCN # .

Title, Series and Grade: _ ;
he changed as follows:

Paragraph: , Sentence:
TO READ:
Paragraph: . Sentence:
\:J'O READ:
P

SUPERVISOR CERTIFICATION: | certify that this is an accurate statement of the major duties and responsibilities of this position and
its arganizational relationships and that the position is necessary to carry out government functions for which i am responsible.

Typed Name of First Line Supervisor Signature

i

Typed Name of Approving Officer Signature

Sally A. Howard, Position Classification Specialist
Signature

NOTES:
1. This form is for use only if the new Position Description is not accurate far the duties being performed for this positien In your unit/office.

2: This Amendment/Addendum will expire after the incumbent Ieaves this position.
3. Ifthe PD is entirely inaccurate, please notify the HRO Classification Specialist instead of completing this form.
4. Additional blank pages may he used to complete your changes to the PD.







